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DEPARTMENT OF ARCHIVES AND HISTORY
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INSTRUCTIONS See Publication No. 76—RM 1 for instructions on completing this form. Forward slgne&l orlgmal to
i Department of Archives and History, Records Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
: Attention: Scheduting Section. - .

i

APPLICATION FOR RECORDS RETENTION SCHEDULE
SN S e e

f:—_: _ FORAGENCYUSE |1 hié:ﬁréyﬁ;‘&‘dres?____ LT T | FOR RECORDS MANAGEMENT USE |
' Apptication Date , IGeor.‘g1a POT"(}S AU?h(.)Y"I ty b ' Pol Application Number -
9-13-78 Administration Division, Port Police —

b .—-- Post Office Box 2406 | = Z_e_ _f;_sygg e
nohcataoé't?’ umbsar Savannah, Georgia 31402 oect_;_ e-ce;red Date Compisted _
T TS a7 06T 23 ye78
2 Person to Contact Worklng Tltle Telephone Number o]

William L. Kilroy, Jr. Chief of Port Police =~ 964-1721, 211

i3 Action Request-.-.d )
8. J Estapnusn Retention Schedule; Iecord will continue to accumulate.

b. [ Dispose of present accumulation; no further accumulation anticipated.

| ¢.. X Amend Application No. _LQ;”.._F, _ __. Check One: ® Change; O Supercede; [0 Void

13, Datas of Series 5. Records Series Title (followed by title used in off:ce if different)
Eartiest Latest

1974 | To Date | Veh1c1e Pass File’ e
st Division and Office Function What is the functlon of the Dawsmn and the Office in which this record series is created?

The Port Police Department is responsible for vehicle security (issuance and maintenance

of all decal records, logging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port Police
personnel), physical security (conducting rolling patrols and key patrols through all

areas of the Port). Maintain fire prevention systems, conduct fire prevention and

fire fighting training for Port Police personnel. Enforces traffic ordinances, develops
and maintains parking plan and maintains Tiaison with other agencies; example, Coast

Guard, F.B.I., G.B.I., Customs including surveillance, investigation and pilferage

-

activities.
I et ]
7 Record Senes Descnptnon This file contams the followmg documents (mclude form numbers and t:tles f any} |
Attach samples of the file.
Documents relating to: Control of vehicle access to Port facilities.
included are: Vehicle Pass Forms showing: make of vehicle, license #, carrier,
driver's name, destination in terminal, entry and exit times, contents
of vehicle, Port Authority author1zat1on listing entry/ex1t times and
dates.
File is arranged: Chronologically
"8. Monthly Reference Rate  How often are records referred to which are: T CToTTTTT T
One to six months old ZOAU_ Seven to twelve months old 1,5 ; Thirteen to twenty-four months old .._1.9..._‘_._4
twenty-five monthsand older___ "~ _? 7 ' ‘
9. Annual Rate of Accumulation of Rerords ' o ) o :
Letter-size drawers cemirm — ) Legai-size drawers .. _; Shelves e Other fspecify) _ﬁl?gﬂ bq;e_s e
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AR=50—71; Rev.78 . (over)
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| YES | NO | 10, _Questionnaire __ _(Place an X" in the _proper column)

a. s this the official copy of the series?
*J M not. where is it? .

— - e e

X b, Does the series contain gonfldentlal mformatlon requiring security handlmg? If yes, cite Iaw or reguélatlon

X
|| _X"] _c. ts this a vital record? e o _;,_;_ _ e _ ]

X 1 _d. Does this series have historical or Iong term research value?
e. When one or two documents in the file make it necessary to keep the ent:re f|Ie for a long perlod could these

Lﬁ_x -1 _ documents be scheduled separately? . R

. .l the information contained in this senes ever publLshedL ‘_vesLmagtmggL I . H;_,;-__

Is the information contamed in this series ever analyzed and/or recorded in a summarized report?
N P ﬁ__f ves attacheooy._. . . R I R - e
h. Is there a duplication of this series in your offuce orin another offtce or agency?

. __x, . f ves, where? . } S _ _
_A,,,J x| i Is this series {or a major pamon Ofiﬂ reqularly mlcrofulmed? e R S S
___l L i._Does the record series result in_a computer printout? __ e
11. Retentnon Requiremants f The following requires the series to be kept
a. State Law years. d. Audit period —— e .aYeATS,
b. Statute of limitatign —_— —— ____years. - e. Administrative need ——— P __years,
¢. Federal faw — e years. f. Federal retention instructions .. .. ___years.

Attach copy or excerpt of laws or regulations. Explain administrative need, '

12"7 7Anoraved Disposition lnstructions ' T_h_as agency reco:ﬁmeﬁds that the file series be cut orf at the end of each:
‘ Ei Calendar Year; El Fiscal vear: &I Other . Iﬂonth]_y o ...then,

{J Hold in the current filesarea .. . .. . month(s) _—— . _year(s); then,
Transtar to local holding area, hold —_ .3 _._.._fyear(s) then

0 Transfer to State Records Center;hold ____ _ year(s); then

R Destroy.

O Transfer to State Archives for permanent retention,

{0 Other {Specify)

These instructions apply to ali prio'r and future accumulations of the series. I
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graph 12 are approved. State Audltor/Desngnee
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